CANTERBURY CHRIST CHURCH UNIVERSITY

Aide Memoire/Checklist for Building Wardens

Name of Building:								
Building Warden:

Date completed: 

The following checklist should be completed once a term following a safety tour of the building, and copy sent to the Fire Safety Advisor. 

	No
	
	Yes
	No
	Comments

	
	
	
	
	

	
	Fire Safety

	
	
	

	
	
	
	
	

	1
	Are all escape routes free from obstruction and combustible materials?
	
	
	

	2
	Is rubbish being controlled, not kept in the escape routes and removed on a regular basis?
	
	
	

	3
	Are notice boards, pictures, etc. being kept to a minimum on escape routes?
	
	
	

	4
	Are all lights working on the escape routes? 

	
	
	

	5
	Are the areas around fire doors being kept clear?

	
	
	

	6
	Are all exit doors freely available, not locked and opening easily? [Note: Only check alarmed fire doors with agreement of Security/Reception]
	
	
	

	7
	Are all fire resisting doors being kept closed and not wedged open? 
	
	
	

	8
	Are doors held on automatic release magnets operating correctly & free from obstruction?
	
	
	

	9
	Are all fire signs in position and legible? 

	
	
	

	10
	Are all fire extinguishers in place? 
	
	
	

	11
	Is a portable heater being used?  If so is it used safely?

	
	
	

	12
	Have new occupants been inducted in fire safety measures?
	
	
	

	13
	Are occupants aware of emergency procedures, location of assembly point and general fire awareness?
	
	
	

	14
	Are any special measures in place to assist persons from the building due to disability?  
	
	
	

	15
	Are there any issues arising from evacuation drills?

	
	
	

	16
	Is the Fire Alarm tested regularly?

	
	
	

	17
	Do you have a copy of the current Fire Risk Assessment 

	
	
	



	
	General Health and Safety

	
	
	

	
	
	
	
	

	1
	Are any high risk factors present e.g. flammable liquids, gases? If so, are all procedures being met?
	
	
	

	2
	Do contractors working within or around the building cause problems?
	
	
	

	3
	Are there any hazards to report?

	
	
	

	4
	Are accidents, incidents or near misses being reported?

	
	
	

	5
	Does the building security appear to be adequate? Do the occupants of the building feel safe?
	
	
	

	6
	Is the building being maintained to a satisfactory level of cleanliness?
	
	
	

	7

	Is normal lighting adequate and in good repair?
	
	
	

	8
	Is the fabric of building (windows, window frames, doors, door frames etc) in good repair?
	
	
	

	9
	Are there clearly displayed notices for summoning assistance in the event of an emergency (including First Aid)?
	
	
	

	10
	Are there any issues arising from the smoking free environment policy? 

	
	
	

	12
	Do you have access to University Health & Safety policies and procedures?
	
	
	

	13
	Do you know the name of the Responsible Person for your building and how to contact them?
	
	
	



General Comments 


Completed by: 								Signature:


Date: 

